
 

 
 

 
 

 

1. To register as a campus employer, sign in to myCharger and select 

‘Employee Resources’ or ‘Faculty Resources’ 

 

Scroll down until you see this access point: 

 

 

 
 

 

2. If this is your first time accessing the system, choose CREATE A NEW ACCOUNT 

HERE and follow the instructions starting with #3 below 

 

If you already have an account, click the blue ChargerLink button 

 

**For faculty who already have an account to review and approve internships, 

click the blue ChargerLink login button and follow the next step to toggle 

between your Faculty account and your Employer Account** 

 

Click the ‘Switch to Employer Role’ button in bottom left corner 

 

 

ChargerLink: Campus Employer Registration & Job Posting Instructions 



 
 

 

For first time users, you will see this form to complete your employer profile: 

 

 
 

Complete the registration form as a campus department: 

 
The format for entering the company name is  
‘University of New Haven – [department name] 

 

Hit Save, and then click Post A New Job button on left (Skip to #7 below) 



3. For first time users, Select ‘Employers’ to begin registration process, then New 
User 

 

 
 
 
 

 



 
 

4. Complete the registration form as a campus department: 

 
The format for entering the company name is ‘University of New Haven 

– [department name] 
 

 
 
 

5. Your registration will be pending, as all employers are verified by the 

Career Development Center to protect student information. Approval 

process is 12-24 hours, most times much less than that. 
 

 

 

 
 



6. While “pending’, you may submit a Job Offer that will also be pending 

until approval is completed. Simply click ‘Post a New Job” button on left. 
 

 
 
 
 

 

7. Complete Job Description form and hit ‘Submit’ when done. 

 
Choose ‘On-Campus Employment’ as Position Type 

 
Be sure to include how you want students to apply for this position in the 

posting form 
 

 

 
 

 

 



TIPS FOR HOW STUDENTS APPLY FOR YOUR POSITION: 
 
You have a few choices on how you want students to apply: 
 

Email: You can put an email address for students to submit a resume. The CDC suggests you do not 

put your personal work email due to the volume of students seeking positions. You may 

want to use a general office email instead. 

 
External Link: You can direct students to another website to apply, such as a Google Doc form or a 

departmental website. 

 
Apply Online:    With this option, student applications accumulate online in the ChargerLink system. This is a 

great option for managing your candidates and not having your email published. Detailed 

instructions on how this works is below (items 7 – 12) 

 
Other: If you have other application instructions, such as information sessions or having them 

come to the office to apply in–person, you can include this right in body of the job 

description. 

 

 

8. Once posted, students will apply as directed or can apply via the system. 

You will receive notifications of student applications via email. 

 
To view applications, log back in to ChargerLink via single sign on in the 

myCharger portal (myCharger > Student Resources > ChargerLink) 
 
 

 

 
 
 
 
 
 
 

 



 
 

9. Select ‘Job Offers’ to view your positions 
 

 
 
 

 

10. You will see your jobs and a small red notification icon telling you 

how many applicants you have for each position: 
 

 

 
 

 

10. IMPORTANT: NOTE THE JOB ID # FOR EACH POSITION – YOU WILL 

NEED THIS ON THE POSITION REQUEST FORM 
 
 
 

 



11. Click on the job, and then select ‘View Inquiries’ 
 
 
 

 

 
 
 

12. Click on student names to view their Career Profile and Resumes, or 

drag names to message center to send them a message! Or, simply 

reach out to them as you see fit (email, phone, etc.) 
 

 

 



13. Hire students as you deem appropriate for your position 

 
- Reach out to students for interviews either via the system or your own email/phone 

process 

 
- Hire the right students for your role and department 

 
- Complete Position Request Form for Non-Federal Work Study positions (formerly 

Bursary) via the Student Employment Office 

 
- IMPORTANT – Do not allow students to begin working until the Student Employment 

Office authorizes the Position Request Form. 


